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GUIDANCE FOR PROPER USE C 

Purpose • , . j-
v> Srrvri to document onme iciivilitk ind be understandable to en outtide 

reoder* 

o Provides the basis lor liter written reports* 

o Uted in in evidentiary document and may be used in legal proceedings* 

D i $ i ributton 

n f •miiitilled by the pioieci manager end distributed is appropriate to personnel 

designated by the project manager* 

General Procedures 

o Record information in language which is objective and factual* 

o Use ink. Waterproof ink ts recommended. 

leave first two pages blank. They serve as space lor the table ol contents to 

^ be added when lite log book is complete. 

o The first written page identifies tne due, time, TDD number, site name, 

location, NUS personnel and their responsibilities, other non-NUS personnel 

and observed weather conditions* 

o Stan on a new page at the start ol each day's field activities. This page 

should identify date, time, TOD number, site name and location, NUS 

pertonntl and their reijMnsibiiities, other non-NUS personnel and observed 

weather conditions* 

o List all persona leaving or entering the site* 

o Information recorded in the log book should be in chronological order* 

o Sign and date each page, log ail entries using a 24 hour clock. Entries should 

be time logged every 13 to 30 minutes* 

o Corrections are to be lined through and initialed. No erroneous notes aft 10 

be made illegible* 

o Include a sketch or map of the site which can be used to locate photo or 

* sample locations. Note landmarks, indicate north, and II possible include an 

approaimaie scale. Include as many sketches and maps as necessary* 



» '•Mi-a *«. i;> 

LOO BOOKS 

0 A person not present when lirld activities were being dnr int«ei»te»l should read 

each completed page, and countersign and dale wl.rn t.nnilifl th.u the 

written notes are understandable. 

Specif ic Pield Activi t ies To he Documented 

O Record the who, what and where ol lie Id activities. 

0 Indicate sampling and photo locations on a site sketch or map. 

o At part ol the chain ol custody procedwe, recorded in-situ sampling 

information must include sample number, dale, tune, sampling peitonnel, 

sample type, designation ol sample as a grab or composite, and any 

preservative used. 

o Inlorrnation lor in-situ measurements must mrlude a sample IHmnnliri, ttie 

dale, time, and personnel taking measurements. Pertinent m-situ 

measurements include but are not limited to pll, temprratuie, conductivity, 

llow measurements, continuous air monitoring measurements, and stark gas 

analysis. II infield calculations are necessary they must be checked and 

signed by a second team member. 

O Create a photo log to document photos taken in the held. These must include 

date, time, photographer, sample number, roll number, Irame number, photo 

10 number and description. Indicate il the film is lor slides or prints in the 

column lor roll number. Photo ID numbers can be added at the lime the 

photo log Is assembled. 

O ' Record ortslle health and safety measures used. Describe observed potential 

hazards to health and safety. Document the level ol protection used, 

decontamination procedure used and specific decontamination solutions. 

0 When sampling Is complete, a summary log Is to br completed. It must 

include date, lime, sample number, description, field book reference page, 

and the number and date ol the chain ol custody Irom on which the sample Is 

listed. Indicate whether or not the sample was split. 

0 Record details regarding relevant Inlorrnation obtained during onsite 

Interviews. Include names ol |*rsons interviewed, the interest group 

represented, their address and phone number. 

• Record any other relevant information which would br diflicult to generate 

at a later date. 

Dale -9/7/Rg 
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î sV *oWV,̂   ̂V^- < r̂%)̂ ' 
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